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Under the direction of the Assistant Dirseter for Operations, the 
Chief, Foreign Documents Division, is charged with the exploitation for 
intelligence purposes of all types of foreign language documents, including 
foreign press, periodicals, books and certain categories of captured 
dooumente with the preparation of resultant information reports in various 
forms for dissemination to authorized recipients; and with the provision of 
@ central translation service for the Aceney. 


It. FUNCTIONS: 
The Chief, Forelg Documents Division, shall: 


A. Direct the exploitation for intelligence purposes of all 
types of foreign language decwsents, including captured documents, 
foreign press, periodicals and books. 


By Provide a central translation service to support inforna~ 
tional and operational needs of the Agency and to fulfill, when 
Agency workload permits, translation requests from other approved 
goverment agencies, 


C, Develop new sources and methods of exploitation for foreign 
language documents in order to assure best possible coverage of 
these materials to meet the needs of intelliganes a: encies for 
information. 


De Receive colleetion directives, expressive of information 
requirements, and requesta for translation service or other supporting 
actiong ensure proper action on such requests. 


E. Review all available foreign language decumente to determine 
applicability of existing intelligence requirements; analyze, select 
and compile intelligence information resulting from the exploitation 
of such documents; edit and prepare intelligence information reports 
and analyses of fereign language source materials for publication in 
various forms; assign appropriate over-all classificat to reporte. 


F. Survey worldeside sources of foreign languace documents , 
determine procurement channcls, screen foreign language decunents 
repesiteries in the United States and maintain flow of docwnents 
through the Division for exploitation; provide reference service for 
CIA end other intelligence agencies on foreign language documents 
held temporarily in the Division or available in other repositories. 
Coordinate CIA requests for procurcment of forelgn language documents. 
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G. Compile and maintain appropriate sross~index files of 
foreign language source materials and informations compile data 
for eontzel translation and exploitation files; provide infor 
mation therefrom to authorized requesters; and prepare a Consoli~ 
dated Translation Survey for distribution to participating intelli- 
genes agencise and authorized recipients. 


H, Coordinate with officials of other covernmnt agencies 
and representatives of foreign governments in connection with forcign 
langaage document exploitation as directed by tho Assistant Director 
for Operations. ; 
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FORLIUN DOCUMENTS DIVISION 
ADMINISTRATIVE STAFF 


I. MISSION: 


The Adninistrative Officer is responsible for the efféctive cirection 
of all aduinistrative procaiures of the Division, including the development 
and implementation of internal administrative policy and procedures. 


II, FUNCTIONS g 
The Administrative Officer shall: 


A, Provide adninistretive support for the Division, including 
requisitioning, assignment and maintenance of space, supolies, 
equipment and services. 


B, Maintain direct working Maison with Personnel, Fiscal and 
Services Divisions in order to obtain necessary support and insure 
sonformity with Agency policy. 


CG. Arrange recruitment, selection, appointment and assignment 
of all personnel required by the Division. 


D, Adainister payrolls, records of expenditures and all other 
Division fiscal matters. 


E, Prepare annual budget estimates, together wlth all supporting 
data, for prescotation to the Comptroller. 


F. Supervise the overtime program in the Division, maintaining 
appropriate authorizations and records therefor. 


G, Serve as Seaurity Officer for the Division, administering 
necessary segurity control procedures, conducting physical security 
checks and inspections and insuring compliance with agency security 
regulations. 


H, Arrange end administer 211 travel performed by Division 
employees. 


I, Provide a message center for internal routing of official 


correspondence; provide courier, mail and receptionist service for 
the Division. 


Approved For Release 2003/12/04 : ObeHpen -00706R000200060028-1 


RDP81-00706R000200060028-1 


amen 


Approved For Release 2003/1 21K, 


WTS CLYT TOW 
PORTS SRANCH 


Te 8ESSTOM: 

The Chicf, Reporte Sranch, is responsible for the processing of inooming 
requests and collection directives, for reviewing, editing and preparing 
Division information reports end publications for reprocuction end dissemi na~ 
tion, for maintaining central exploitetion files to prevent duplicetion in abe 
translation, anc for contre] of Mivision liaison with agencies other than ClA. © /.. 


Il. FURCTIONSs 
The Chief, reporte Arangh, sheli: 


.. &» Reosive collection directives and requests for information or 
translation from the Office of Collection and Meseminetion and other 
' GTA OFffiees; assign such requests to appropriate franch or “ranches for per 
actions in aooperation with Branch Chiefs determine orities and the ‘© B 
pousibility of aseting requirenmt target 3 maintain suspense files 
te assure fulfillment of requests; conduct Liaison and prepare requisite 
correspondence on thie subject. 


eae 


8 Review all Mivision reports and publications from ea substantive 
and intelligence standpoint to determine accuragy of interpretation, 
clarity of presentation and applicability to requirements; edit ell 
Division reporte for editoric! correctness, standardised style and formant; 
oooperate with appropriate “ranch in the revision, correation and/or 
reconstruction of reports when necessary; determine method of sandling as 
an information report or other form of publication; review material for 
security classification and possible restrictions on cisseminetion. 


G. Prepare al] publishable production of the Division for reprodus- 
tion and dispemination by typing on duplimat plates, aimeograph stencils, 
or by other sethods; provide illustrations and weps for publications as 
required; arrange for adequate numbers of cogics anc dissemination of beth 
wapublished end published information reports; plan and maintain publication 
and production schedule. 


De Obtain liaison clearance for personnel of the Mivision with 
outeide agencies, through acpropriate channels, enc meintain records of 
all sugh lisiaon. 


E. Maintain a cross“indexed document exploitation file of transla- 
tions and work coapleted or in process in the Sivigion or other intelli~ 
gence agencies by subjeot, area, author, document end publication nusbers 
in order to prevent duplication of translation and exploitation among the 
intelligence agencies; provide information therefrom; and edit, prepare 
and publish monthly @ Consolidated Tranazlat.on Survay in cocperation with 
the participating intelligence agencies, thereby informing recipients of 
tran@lation and exploitstion completed and initiated during each aunth. 
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FP. aintain statistical records for the Division on types of 
exploitation, musbers of pages prepared, languages and eategories of 
decuments exploited and quantity of special translation service 
rendered; pi from suah records monthly statistical reports, status 
reporte and ot apecial reports as required. 
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FOREIGN NI DIVISI 
DOCUMENTS CONTROL BRANCH 
Ie ION: 


The Chief, Decuments Control Uranch, will survey worldwide sources 
of forcign language decuments; determine procuremcnt channols and 
coordinate CIA requests for foreign languare materials, sereen documents 
repositories and incoming foreign lenguage documents for materials of 
intellicence values; prepare selected sbatracts for accessions on foreign 
language documents; and provide reference and bibliographical service on 
. foreign languayc documents for the Agency as required, 


II. FUNCTIONS: 


The Chicf, Documents Control Uranch, shall: 


A, Survey worldwide sources of foreign language documents, 
ineluding foreign documents repositories, government agencies, academic 
institutions, publishers, bookstores, libraries, comercial firms and 
research organizetions, through established Agency chammels, to determine 
the existonce and avallability of foreign language documents of sotential 
intelligence interest, 


By Arrange for procureacnt of documents of interest; maintain 
the flow of foreign language documents into the Division; brief 
Publications Procurcanent Officers, who are going abroad, on Division 
and Agency requirements for publications; coordinate CIA requests for 
the prosurement of forcign languaze materials, 


G. Conduct continual external sereening activities at the main 
document repositories in the Washin; ton area; plan and implement methods 
of obtaining publications which ar. not available through overt subscrip~ 
tions olan for the procurencnt of documents from covert sources or through 
noneroutine ¢charncis, 


De Compile and maintain a central locator file containing inforaa- 
tion obtained in surveys as to location, desoription, intelligenec vziue 
and extent of exploitation of foreign document collection, currant 
listings of foreign language serials and their availability, lists of 
reference materials and other information of source value; provide 
reference and bibliographical service for CIA and other intelligence 
agencies on fereign languare documents held temporarily in the Division 
or available in other repositories, 


Be Receive foreign language documents and sereen them for intelli- 
gence value, based on requirements of the Division and the Agency; route 
these and other incoming documents to appropriate branch for exploitation 
or information; maintain necessary records, indexes and catalogues for 
foreign language documentary material acquired by the Division and all 
reports and publications proiuced by the Division, 
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. Retain fereign language cocumente in the fiviaion for a 
satieg Blcishonediored with thelr value and interest to intelligence 
activities; upon completion -f processing and exploitation, forward 
such documents to the Office of Colleotion and “issenination Ath 
rosomendetions ss to appropriate permanent repository. 
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FOREIGN DOCUMENTS DIVISION 
REQIOWLL BRANCHES 


I. MISSION 


Each regional branch, for ite assigned forelgn geogrechical eres, will 
exploit foreign language documents for intelligence purposes; enalyse, select, 
translate, and compile intelligence informetion fren such documents in fulfill- 
ment of requirerents; prepsre inforsation reports in various forms; end provide 
translevion ani other suecial foreign lancuege services xs directed. 


IX. FUNCTIONS 
Rach Bestonel Branch Chief will: 


A. Review ell pertinent cveileble foreign languege deeuments, (except 
scientific aod technical) dealing with eselgned geogrephieal aren, te 
determine their epplicebility to existing collection dtrectives and informe= 
tion requiremants; exenine new serial publicetions received ami deterzine 
whether such sublicetions sheald be procured regularly; initicte procure- 
ment requests; scan foreign languace documents and select therefro: caterial 
answering current or long-range requirements; receive intellicence require~ 
nents; initiete ection on then or recommend refeetion. 


“ 


esteblished requirements. 


GC. Exploit docurents for intelligence informstion by the enelysis, 
selection, translstion, compliation or other aporopriete rrocessing of such 
inforastion; prepare ctstracts, extracts, collated reports, susraries, or 
bibliographies a3 indiceted by requirements; exploit books and monographs 
in answer to specific requests; exploit ceptured docwents (for ecertein 
areas) in eccordance with authorized interagency agreements; perform other 
exploit.tion and documentary reserrch functions as directed by the Division 
Chief. 


D. Prepere informetion f 
individual informstion reports 
sumiaries, and compilations as appYroprigté; prépere colloted reports, 
bibliographies end decumentery resecrch studies es required; recommend 
method of peblicetion and publicstion priority; assirn security clsesifica- 
tion. : 


or es trensletions, 25X1A 


R. Gomtuct working-level licison with enelyets of other intellicence 
units to clarify existing inforzation requirenents enc specific trenslstion 
requests; serve cs consultent on nis assigned zeogrevhicsl eres to other 
brenches of FLL; provide opinions on the origin, reliability, end value 
of individuel foreign decuments or cetecoriés or collections of iccuments 
as requested, 
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F, Provide translation peries fer the languazes of the assigned 
* ca Ty : 
ares as directed by the Division Chief; provide miscellaneous soccial 


services, such eas interpreting, correction of language exeminations f 
z or 
other offices, translations fren English into foret: Swacos 

as CLrected, sonal gn languages, etce, 
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FOREIGN DOCUMENTS DIVISION 
SCIENTIFIC AND TECHNIC/L BriNCH 


MISSION 


The Selentific and Technicsl Brencn will exploit foreign lenguare documents 


for setentific and technical informations enalyse, select, abstract, translzte, 
and compile such information for intelligence purposes in fulfillment of require- 
ments; prepare scientific and tachnicsl inforuztion reports in verious forns, 

and provide trensletion service on specialized materizl as directed. 


The Caief, Scientific and Technics] Branch will: 


A. Hxenine pertinent avalleble scientific and technical foreign 
language documents to determine their applicebility to sxisting collection 
directives and inforuetion requirements; exemine ner sericl publications 
received to deterwine the sdvissbility of regular procurement; review 
regularly received perloudicals for notices of new publications Ceternining 
advisability of procurenent. 


B, Exploit on 6 regular besis 211 aveileble currant Sovict scientific 
and technical periodicals for intelligence information, preparing ebstrscts, 
extracts, sumearies, digests, and coupiled reports in fulfillment of require- 
ments, exploit Soviet books and monographs of a scientific and technical 
nature as required; perform documentary resesrch on Soviet scientific and 
technicel publications to provide specialized reports (informational hand- 
books, stuiieticsal surveys, spacislized bibliographies or collated reports 
on selecta’ subjects) or eny other special foreign language service in 
support of scientific and technical intelligence in response to specific 
requirenents, or as directed by the Division Chief, 


C. Exploit scientific and technical documents for intelligence informe 
tion by the enalyeis, selection, and translation or other appropriate method 
of exploitation of information, providing maximun docusent coverage in 
accordence with priorities indicated in requirenents or expressed by consumer 
egenciess exploit periodicals frou setellite snd non-Coviet arecs as directed; 
exploLt captured documents on scientific and technics] subjects in accordence 
with entherized interagency agreesents to satisfy certain intelligence 
requireuents. 


L. Frepsre scientific and technical information for publicetion in 
report fora, either as individucl reports [| cazpiled 
reports (Periodical /bstrects), or as trengsia €5, or colirted 


r) 
reports as appropriate, recommending method of publiention and publication 
priority; assign security classi fication. 


Approved For Release 2003/12/04 CRERET -00706R000200060028-1 


Approved For Release 2003/12/04 > CIA-RDP81-00708%000200060028-1 


E, Arrange for inter~iiranch coordination and cooperation in 
contributing to reports requiring the efforts of sore than one branch 
or to a.aid duplication; serve as sciontific and technical consultant 
to the Divisions conduct working-level liaison with analysts in other 
acientific and technical intelligence units to clarify existing irfor- 
aation requirements and specific translation requestes; provide opinions 
om the roliability and value of individual sedentific and technical , 
documents in forslgn languages, or on collections of such documents, 


F, Provide translation service for foreign language scientific or 
technical material as directed by the Division Chief, 


G, leintain appropriate operational indexes aid files on source 
materials; imaintain all records necessary to be fully cognigent of 
forelsn language scientific and technical reporting of other intelli- 
gente agencies to prevent duplication, 
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